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DEPARTMENT OF CORRECTIONS ORGANIZATIONAL STRUCTURE

SUBJECT: Department of Corrections Organizational Structure

PURPOSE: To establish an organizational structure which depict the functions, command
and line of authority within the Department of Corrections.

THIS ORDER CONSISTS OF THE FOLLOWING NUMBERED SECTIONS:

L DEPARTMENT OF CORRECTIONS ORGANIZATIONAL CHART.

1I. PRISON SERVICES DIVISION ORGANIZATIONAL CHART.

L. CASEWORK AND COUNSELING SERVICES DIVISION.

v PAROLE SERVICES DIVISION ORGANIZATIONAL CHART.

v ADMINISTRATIVE SERVICES DIVISION ORGANIZATIONAL CHART.,
VI. DIAGNOSTIC/TREATMENT SERVICES DIVISION.
vl

. DEPARTMENT OF CORRECTIONS FUNCTIONAL CHARTS

-

DEPARTMENT OF CORRECTIONS ORGANIZATIONAL CHART,

A. This chart will provide an overview of the Department of Corrections
organizational structure of the various functions and to establish the
command and line of authority within the Department.

B. The following units or agencies report directly to the Director of Corrections.

1. Deputy Director

2. Internal Affairs Unit
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3. Legal Counsel Unit
4. Public Information Unit

5. Director’s Private Secretary

C. The following Divisions reports directly to the Deputy Director of

Corrections:

1. Administrative Services Division

2. Prison Services Division

3. Casework and Counseling Services Division
4.  Forensic Services Division

5. Parole Services Division

D. The Territorial Parole Board, is not a agency within the Department of
Corrections, however, DOC provides staff support for its functions and
activities.

IL PRISON SERVICES DIVISION ORGANIZATIONAL CHART

A. This chart provides the overview of the organizational structure of the Prison
Services Division and establishes the command and line of authority within
that Division.

B. The following Sections are responsible for and report directly to the Facility
Superintendent (Warden).

1. Prison Security Operations (First, Second and Third Platoon)

2, Territorial Detention Security Operations (First, Second and Third
Platoon).
3. Prison Security Support Section (General Administration Unit, Escort

and Transport Units, Program Unit, and Volunteers Unit.
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The following are fynctidns within the General Administration Unit and
personnel assigned to these functions report directly to the Officer in Charge
of the General Administration Unit.

R

Personnel 7. Communications
Training 8. Visitation

Mail Room 9. Computation
Locksmith 10.  Planning & Research
Safety 11.  Admission & Release
Armory

The following are functions within the Escort and Transportation Unit and
personnel assigned to these functions report directly to the Officer in Charge
of the Escort and Transportation Unit:

MR W=

Court Transport

Medical Transport

ELOC

Off-Island Escort and Transport
Hospital Confinement

The following are functions within the Programs Unit and personnel assigned
to these functions report to the Officer in Charge of the Programs Unit:

NEL-

VYRS

In-House Education
Work Assignments
Recreation

Arts & Crafts

The following branches are within the Volunteers Unit.

I.

2.

Religious Services

Drug & Alcohol Anonymous
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II1. CASEWORK AND COUNSELING SERVICES DIVISION ORGANIZATIONAL
EA0L IR AND COUNSELING SERVICES DIVISION ORGANIZATIONAL
CHART:

A.

The personnel assigned to the following sections report directly to the
Corrections Social Worker Administrator:

1. Casework & Counseling Services
2. Territorial Jail
3. Community Corrections

The following Units report directly to the Corrections Social Worker in
Charge the Casework & Counseling Services Section.

1. Casework Unit
2, Counseling Unit
3. Clerical Staff

The following units report directly to the Officer In Charge of the Territorial
Jail Section.

1. Intake & Release
2. Security

3. Offenders Services
4. Clerical Support

The following units report directly to the Corrections social worker in charge
of the Commmunity Corrections Section:

Intake & Release
Security
Offenders Services
Clerical Support

N
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Iv.

PAROLE SERVICES DIVISION ORGANIZATIONAL CHART

The personnel assigned to the following sections report directly to the Chief Parole
Officer: -

1. Clerical Support
2. Pre-Parole Section

3. Supervision Section

ADMINISTRATIVE SERVICES DIVISION ORGANIZATIONAL CHART

A, The personnel assigned to the following Sections report directly to the
Administrative Services Officer:

Personnel Services

Training

Supply

Food Services

Fiscal Affairs

Program Development and Statistics
Inventory Management

NS haWNE

B. The following functions are within the Personnel Services Section and
personnel assigned to these functions report directly to the Personnel Officer:

L. Recruitment 6. Performance Evaluation

2. Job Announcement 7. Benefits Information

3. Personnel Directive 8. Personnel Rules & Regulations
4. Staffing Pattern 9, Personnel Files

5. Job Description

C. The following functions are under the supervision and control of the Training
Section and personnel assigned to these functions report directly to the
Officer in Charge of the Training Section:

Coordinate Corrections Academy

Coordinate Training with DOA Training & Development
Training and Development

Annual NIC Off-Island

Ll ol e
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A

In-House Training
Seminar/Workshop

Status on Training
Training Files

Annual Report on Training

The following functions are under the supervision and control of the Supply
Section. The personnel assigned to these functions report to the Supply
Supervisor:

.

DU

.

Procurement of Inmate Food, Office Supply/Equipment and Sundry
Storage of Supplies

Estimates of Supplies

Inventory Report

Distribution of Supplies

Reordering

The following functions are under the supervision and control of the Food
Services Section. The personnel assigned to these functions report directly to
the Cafeteria Manager.

SN R o

Food Preparation

Menu Preparation

Order Delivery of Food
Sanitation/Culinary area
Kitchen Equipment Maintenance
Inventory of Food

Work Schedule

Work Assignment Supervision

The following functions are under the supervision and control of the Inventory
Management Section. Personnel assigned to these functions report directly to
the Property Management Officer.

1.
2.
3.

Maintain Inventory
Update Listing
Maintain Records
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G. The following functions are under the supervision and control of the Fiscal
Section.  Personnel assigned to these functions report directly to the
Administrative Services Officer:

Budget Preparation

Allotment Distribution
Certification of Funds
Requisitions

Payment of Bills

Financial Projection Analysis

. Preparation of Billings (USMS)

A ol o e

H. The following functions are under the supervision and control of the Program
Development and Statistic Section. Personnel assigned to these functions
report to the section supervisor:

1. Statistics Reports from Division/Sections
2. Populations Count

3. Releases

4. Demographic Statistics of prisoners

5. Compilation of reports

6. Grants Applications

I The clerical support provides Typing, Filing, Distribution of Documents and
other clerical duties.

VI. DIAGNOSTIC/TREATMENT SERVICES DIVISION ORGANIZATIONAL CHART

A. This chart provides an overview of the organizational structure of the
Forensic Services Division. The personnel assigned to the following Sections
report directly to the D.A.T.S. Administrator:

1. Forensic Services

2. Medical Services

3. Dental Services




General Order 97-005
DepCor Organizational Structure

Page 8

The following units report directly to the Staff in Charge of Forensic Services

Section.

1. Psychological/Substance Abuse Intake Crisis Intervention.
2. Group Therapy & Treatment Program Education Sessions.
3. Individual/Family/Marital & Group Therapy/Evaluations.
4. Clerical Support.

The following units report directly to the Staff in Charge of the Medical
Services Section:

1. Screening & Records Room.

2, Emergency/Treatment Room.

3. Housing Unit/Security.

4, Clerical Support.

The following units report directly to the Staff in Charge of Dental Services
Section.

1. Dental Screening & Records Room.

2. Dental Treatment Room.

3. Security.

4. Clerical Support.
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VII. DEPARTMENT OF CORRECTIONS FUNCTIONAL CHARTS

Attached are functional charts for every functions within the Department of
Corrections. Each functional Statement sunmarizes the duties performed by the
individual assigned to the position.

CONCURRED

EDUA17U C. BITANGA, Director
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